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INTRODUCTION 


This  pamphlet  has  been  prepared  by  the  Office  of  Personnel  as 
a guide  for  officials  of  the  Department  of  Agriculture  who  share 
in  the  responsibility  for  handling  disciplinary  cases. 

The  Department  has  employees  in  most  counties  of  the  con- 
tinental United  States,  as  well  as  in  its  Territories  and  possessions, 
and  in  many  foreign  countries.  Their  duties  require  them  to 
enforce  laws  and  regulations,  to  be  responsible  for  the  safeguard- 
ing and  proper  expenditure  of  public  funds,  to  safeguard  Govern- 
ment property,  to  cooperate  with  and  assist  producers  and  others, 
and  to  deal  with  the  public  generally.  The  great  majority  of 
employees  in  the  Government  service  are  honest,  well-behaved, 
hard-working,  conscientious  individuals  who  command  the 
confidence  and  respect  of  the  public. 

However,  there  may  be  a small  minority  of  employees  who  will, 
for  one  reason  or  another,  fail  to  conduct  themselves  properly  or 
to  abide  by  established  policies  or  procedures.  In  this  category 
will  be  those  who  frequently  report  late  for  work  or  absent 
themselves  from  duty  without  the  formality  of  arranging  for 
their  absence,  which  may  disrupt  the  work  of  the  office.  There 
will  also  be  the  occasional  employee  who  falsifies  his  application 
for  employment  or  other  official  record,  who  violates  safety 
regulations,  or  who  refuses  to  recognize  the  authority  of  his 
official  superior  and  may  refuse  to  carry  out  instructions.  Occa- 
sionally there  will  be  the  employee  who  absents  himself  from 
duty  because  of  excessive  use  of  intoxicants  or  who  reports  for 
duty  under  the  influence  of  intoxicating  liquor  or  drinks  on  the 
job. 

On  rare  occasions  there  will  be  the  employee  who  commits 
some  dishonest  act  such  as  the  falsification  of  reimbursement, 
payroll,  or  purchase  vouchers.  In  such  cases  intent  to  defraud 
cannot  be  the  sole  factor  for  consideration — intent  to  deceive  is 
equally  important.  In  some  cases  there  may  be  no  intent  to 
defraud  in  the  sense  of  causing  the  Government  monetary  loss, 
but  the  Government  may  have  been  defrauded  in  a broader  sense 
because  of  the  lost  opportunity  to  audit  properly  the  documents 
which  have  been  falsified. 

A most  unpleasant  task  of  any  official  is  to  discipline  subor- 
dinate employees.  Nevertheless,  prompt  and  effective  disci- 
plinary action  in  the  cases  of  employees  who  willfully  violate 
laws,  regulations,  or  instructions,  or  who  otherwise  become 
involved  in  deliquency  or  misconduct,  is  a necessary  and  im- 
portant phase  of  sound  personnel  management. 
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REASONS  FOR  DISCIPLINARY  ACTIONS 


It  is  important  that  an  employee  who  becomes  involved  in 
delinquency  or  misconduct  be  dealt  with  promptly  and  ade- 
quately, not  solely  for  the  purpose  of  penalizing  him,  but  also  for 
the  salutary  effect  the  example  may  have  on  other  employees  who 
might  otherwise  commit  similar  offenses  in  the  belief  that  they 
could  do  so  with  impunity.  The  sooner  such  an  employee 
mends  his  ways  or  is  eliminated  from  the  service,  the  sooner  the 
best  interests  of  the  Department  will  be  served.  Ridding  the 
Department  of  dishonest  employees  also  renders  a service  to 
honest  employees  by  removing  suspicion  from  them. 

As  a deterrent  to  other  employees,  agencies  might  well  give 
wide  publicity  to  penalties  imposed  upon  their  employees  for 
various  types  of  offenses,  without,  of  course,  revealing  the 
identity  of  the  individuals  involved.  It  would  be  helpful  also  to 
remind  employees  that  delinquency,  immoral  conduct,  or  a dis- 
honest act  on  the  part  of  one  employee  reflects  adversely,  directly 
or  indirectly,  upon  his  fellow  employees  and  upon  the  public 
service. 

RESPONSIBILITY  OF  SUPERVISORY  OFFICIALS 

The  regulations  of  the  Department  require  that  cases  of  delin- 
quency or  misconduct  be  reported  to  the  Director  of  Personnel  for 
action,  or  that  appropriate  disciplinary  action  be  taken  under 
delegated  authority  and  reported  to  him.  Supervisors  have  the 
responsibility  of  reporting  such  cases  to  the  proper  official. 
Appropriate  disciplinary  action  cannot  be  taken  if  they  evade 
this  responsibility. 

The  supervisory  official  who  fails  to  report  delinquency  or  mis- 
conduct, or  who  fails  to  take  action  under  delegated  authority, 
because  of  friendship  of  for  other  personal  reason,  or  because  he 
does  not  agree  with  the  dispositions  made  of  certain  cases,  is  not 
only  evading  his  responsibility  but  acting  contrary  to  the  regu- 
lations and  against  the  best  interests  of  the  service.  Further- 
more, he  is  doing  the  Department’s  employees  and  himself  an 
injustice.  Such  officials  will  themselves  be  subject  to  disciplinary 
action.  On  the  other  hand,  the  official  who  imposes  or  recom- 
mends an  unwarranted  penalty  because  of  prejudice  or  anger,  or 
for  other  personal  reason,  loses  the  respect  and  confidence  of  his 
fellow  employees  and  official  superiors,  does  the  employee  an 
injustice,  and  performs  a disservice  to  the  Department. 

Employees  respect  firmness  but  they  expect  and  are  entitled  to 
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fairness.  Therefore,  it  is  necessary  that  officials  who  administer 
discipline  be  firm,  fair,  impersonal,  and  free  from  prejudice. 
Discipline  so  administered  will  strengthen  the  employees* 
morale  and  their  respect  for  the  administering  official. 

GENERAL  INFORMATION 

The  Manual  of  Investigative  Procedures,  issued  by  the  Office 
of  Personnel,  will  be  helpful  to  those  who  have  personnel  in- 
vestigative and  report-writing  duties  to  perform.  It  is  important 
that  officials  who  have  the  responsibility  of  processing  disci- 
plinary cases,  either  under  delegated  authority  or  for  submission 
to  the  Director  of  Personnel,  be  familiar  with  the  provisions  of 
chapters  55,  56,  and  58,  title  8-AR,  relative  to  employee  conduct, 
investigations,  and  disciplinary  actions,  and  with  the  provisions 
of  section  14  of  the  Veterans’  Preference  Act  of  1944  which  are 
set  forth  in  chapter  58.  Familiarity  with  all  regulations  of  the 
Department  concerning  the  conduct  of  employees  will  also  be 
helpful.  Although  it  is  not  the  policy  of  the  Department  to 
restrict  or  interfere  with  the  private  lives  of  employees,  they  are 
expected  to  conduct  themselves  at  all  times  so  that  they  will  not 
cause  embarrasment  to  or  criticism  of  the  Department. 

Employees  involved  in  trivial  infractions  may  be  reprimanded 
orally  by  their  immediate  official  superior  at  the  time  the  infrac- 
tion occurs.  It  is  important  that  these  reprimands  be  given  in 
private.  If  it  is  believed  that  the  trivial  infractions  may  be 
continued  to  the  point  where  additional  reprimands  or  a more 
severe  penalty  will  be  necessary,  it  is  advisable  to  confirm  the 
oral  reprimand  by  addressing  a memorandum  to  the  offending 
employee,  setting  forth  the  reasons  for  the  reprimand  and  cau- 
tioning him  regarding  his  future  conduct.  The  letter  of  con- 
firmation is  not  to  be  construed  as  an  official  agency  letter  of 
reprimand.  (See  p.  9 for  example.)  Copies  of  such  confirma- 
tions need  not  be  submitted  to  the  Office  of  Personnel.  If  a 
written  confirmation  is  not  made,  a memorandum  for  the  files, 
setting  forth  the  specific  act  which  resulted  in  the  reprimand  and 
the  date  on  which  it  occurred,  will  be  found  of  value  in  the  event 
more  severe  disciplinary  action  becomes  necessary  at  some  future 
time. 

The  suggestions  set  forth  in  the  preceding  paragraph  might 
well  be  applied,  for  example,  in  cases  involving  tardiness  where 
the  employee  has  no  satisfactory  explanation.  An  oral  repri- 
mand should  be  ample  penalty  for  the  first  offense  and  no  written 
confirmation  would  be  necessary.  However,  a memorandum  for 
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the  files,  setting  forth  the  date  and  the  circumstances,  might 
prove  valuable  in  the  future.  An  oral  reprimand  may  also  be 
sufficient  if  the  employee  is  tardy  on  a limited  number  of  addi- 
tional occasions,  but  in  this  event  it  would  be  well  to  confirm 
the  oral  reprimand  in  a memorandum  to  the  employee,  and  to 
place  a copy  thereof  in  the  files.  If  the  offenses  continue,  a formal 
agency  letter  of  reprimand  (see  p.  10  for  example)  to  the  em- 
ployee, setting  forth  the  number  of  occasions  on  v/hich  he  has 
been  tardy  and  the  amount  of  his  tardiness,  would  be  in  order. 
The  employee  may  also  be  given  a disciplinary  suspension  if  the 
facts  warrant  such  action.  If  this  action  is  decided  upon,  per- 
manent employees  should,  of  course,  first  be  furnished  a letter  of 
charges  and  given  a reasonable  opportunity  to  submit  an  answer. 
(See  p.  11  for  example.) 

With  respect  to  permanent  employees  who  have  completed  their 
probationary  periods,  disciplinary  action  permitted  under  dele- 
gated authority  is  restricted  to  reprimands  and  suspensions  from 
duty  for  limited  periods.  Agency  letters  of  charges  and  of 
reprimand  should  always  be  issued  in  connection  with  disci- 
plinary suspensions  imposed  under  delegated  authority.  It  is 
important  that  all  letters  of  charges  and  of  reprimand  describe 
clearly  the  improper  action.  The  letter  of  charges  should  also 
state  when  and  where  the  incident  occurred.  The  letter  of  repri- 
mand should  tell  the  employee  that  he  will  be  expected  to  correct 
the  faults  complained  of,  or  to  refrain  from  committing  further 
offenses,  and  inform  him  that  more  drastic  disciplinary  action 
will  be  necessary  if  he  repeats  the  offense  or  becomes  involved  in 
other  types  of  delinquency  or  misconduct.  It  shall  also  inform 
him  that  a copy  of  the  letter  of  reprimand  will  be  filed  in  his 
official  personnel  folder. 

With  respect  to  temporary  or  to  temporary  indefinite  employ- 
ees, and  employees  serving  probationary  periods,  disciplinary 
action  permitted  under  delegated  authority  includes  removals  for 
cause  ((delinquency  or  misconduct),  as  well  as  reprimands  and 
suspensions  for  limited  periods.  Although  letters  of  charges  are 
not  required  before  the  suspension  or  removal  of  employees  in 
these  categories  is  effected.  Department  policy  requires  that  the 
employee’s  signed  statement  admitting,  denying,  or  explaining 
the  misconduct  shall  first  be  obtained  and  considered. 

The  action  to  be  taken  or  recommended  in  cases  involving 
falsification  of  applications  for  employment  should,  of  course, 
be  governed  by  the  seriousness  of  the  falsification.  Obviously, 
a falsification  with  respect  to  a point  which  would  have  no 
bearing  on  the  employee’s  selection  is  not  as  serious  as  a falsifi- 


6 


cation  with  respect  to  a point  which  would  have  raised  a 
question  as  to  his  suitability  for  selection. 

For  example,  if  an  applicant  falsely  claims  graduation  from 
college  and  is  appointed  to  a position  in  which  a college  education 
is  not  the  primary  or  controlling  factor,  disciplinary  action  could 
properly  be  limited  to  a reprimand,  or  a reprimand  and  short 
suspension.  On  the  other  hand,  if  the  position  is  one  to  which 
the  applicant  would  not  have  been  appointed  had  the  question 
been  answered  truthfully,  then  removal  is  indicated. 

Another  example  would  be  the  case  of  an  employee  who 
falsified  his  application  for  employment  with  respect  to  his  arrest 
record.  If  the  arrest  was  for  a minor  offense,  such  as  a trafhc 
violation,  and  the  facts  were  known  at  the  time  of  his  employ- 
ment or  conversion  from  a temporary  to  a permanent  or  indefinite 
status,  prior  approval  of  the  Director  of  Personnel  would  not  be 
necessary  for  his  employment  or  conversion;  and  if  the  facts  were 
discovered  thereafter,  disciplinary  action  could  properly  be 
limited  to  that  which  may  be  taken  under  delegated  authority. 
If,  however,  the  employee  had  been  arrested  on  a criminal  charge 
and  the  facts  were  known,  prior  approval  of  the  Director  of 
Personnel  for  his  employment  or  conversion  would  be  necessary, 
regardless  of  whether  the  arrest  resulted  in  a conviction;  and  if 
the  facts  were  discovered  thereafter,  disciplinary  action  could 
not  be  imposed  without  prior  approval  of  the  Director  of  Per- 
sonnel. (See  ch.  54,  title  8-AR,  for  policy  statement  regarding 
employment  or  retention  of  persons  with  criminal  or  immoral 
records.) 

If  disciplinary  action  taken  under  delegated  authority  is  found 
upon  postaudit  to  be  clearly  improper,  it  may  be  reversed,  with 
resultant  embarrassment  to  the  employment  officer  and  to  the 
employee.  Therefore,  if  an  official  is  in  doubt  as  to  whether  a 
case  may  be  disposed  of  by  the  imposition  of  a penalty  permitted 
under  delegated  authority,  the  proper  action  would  be  to  submit 
the  facts,  through  appropriate  agency  channels,  to  the  Director 
of  Personnel  for  advice. 

PROCEDURE  FOR  HANDLING  A 
DISCIPLINARY  CASE 

Step  1 — Get  all  the  facts 

a.  Obtain  detailed  and  complete  statements  of  the  incident, 
preferably  in  writing,  by  interviewing  privately  and  separately 
each  person  who  saw  or  heard  what  occurred  and  who  therefore 
has  first-hand  information. 
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b.  If  written  statements  are  not  secured,  record  the  information 
obtained,  during  or  immediately  after  each  interview. 

c.  Interview  the  accused  employee  and  obtain  from  him  a 
written  statement  in  which  he  admits,  denies,  or  explains  the 
alleged  improper  actions. 

d.  Make  every  effort  to  reconcile  conflicting  statements. 

e.  Where  necessary,  examine  pertinent  records  and  make  writ- 
ten notation  of  such  information  therefrom  as  may  have  a bearing 
on  the  case. 

Step  2 — Prepare  a report 

Prepare  a complete,  accurate,  and  unbiased  report,  setting  forth 
the  information  obtained.  The  report  should  be  in  narrative 
form  and  should  relate,  under  separate  subheadings,  information 
obtained  regarding  each  alleged  improper  action.  All  persons, 
places,  dates,  records,  etc.,  mentioned  in  the  report  should  be 
completely  identified. 

Step  3 — Weigh  the  evidence 

Review  the  report  and  weigh  the  evidence  to  determine  whether 
the  allegation  is  or  is  not  sustained,  and,  if  it  is  sustained,  whether 
the  offense  is  one  that  warrants  formal  disciplinary  action. 
Doubtful  points  should  be  resolved  in  favor  of  the  employee. 

Step  4 — Decide  on  course  of  action 

If  it  is  decided  that  disciplinary  action  is  required,  determine 
whether  the  action  can  be  taken  under  delegated  authority  or 
whether  it  requires  prior  approval. 

Step  5 — Take  or  initiate  action 

a.  If  the  disciplinary  action  can  properly  be  imposed  under 
delegated  authority,  process  the  action  promptly,  and  submit 
the  documents  in  connection  with  the  case  to  the  Office  of 
Personnel  for  use  in  postauditing. 

b.  If  the  case  is  one  which  requires  prior  approval,  submit  the 
file  through  appropriate  agency  channels  to  the  Director  of 
Personnel,  with  a review  memorandum  containing  a concise 
summary  of  the  essential  facts  in  the  case  and  a recommendation 
for  the  action  believed  to  be  warranted.  In  all  such  cases,  the 
file  should  contain  information  as  to  whether  the  employee  is 
entitled  to  veteran  preference.  In  cases  likely  to  result  in  the 
removal  of  a veteran-preference  employee,  the  entire  file  should 
be  submitted  in  duplicate. 
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EXAMPLE 

Confirmation  of  Verbal  Reprimand 
{Tardiness) 


To:  Jane  Doe 

From: (Supervisor) 

Subject:  Tardiness 

This  memorandum  will  confirm  our  conversation  of  yesterday, 
during  which  you  were  reprimanded  for  having  been  tardy  on  the 
following  occasions  without  satisfactory  explanation: 


Date  Amount  of  Tardiness 

April  22 20  minutes 

April  28 15  minutes 

May  5 10  minutes 

May  15 35  minutes 


As  you  were  informed  during  our  conversation,  it  will  be 
necessary  to  recommend  more  severe  disciplinary  action  against 
you  unless  your  practice  of  reporting  late  for  work  is  corrected. 
I hope  that  such  action  will  not  be  necessary  and  that  we  will 
have  no  further  cause  for  complaint  regarding  your  attendance 
record. 


894661—50 2 
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EXAMPLE 

Agency  Letter  of  Reprimand 
{Tardiness) 

Miss  Jane  Doe 
Clerk-Typist 
Baltimore^  Md, 

Madam:  There  is  before  me  for  consideration  a report  from 
your  official  superior  which  discloses  that  on  numerous  occasions 
you  have  been  tardy  in  reporting  for  duty  without  satisfactory 
explanation. 

The  report  discloses  that  on  May  16,  1949,  you  were  orally 
reprimanded  by  your  official  superior  for  tardiness  on  the  follow- 
ing occasions: 


Date 
April  22 
April  28 
May  5 . . 
May  15. 


Amount  of  Tardiness 

20  minutes 

15  minutes 

10  minutes 

35  minutes 


The  report  discloses  further  that  this  oral  reprimand  was  con- 
firmed in  a memorandum  addressed  to  you  on  May  17,  1949,  in 
which  you  were  warned  that  unless  you  corrected  your  practice 
of  reporting  late  for  work  it  would  be  necessary  to  recommend 
more  severe  disciplinary  action  against  you. 

That  the  oral  reprimand  and  warning  did  not  produce  the 
desired  results  is  evident  from  the  following  record  of  subsequent 
tardiness  on  your  part: 


Date  Amount  of  Tardiness 

May  27 10  minutes 

May  31 15  minutes 

June  3 25  minutes 

June  9 30  minutes 


In  view  of  the  foregoing,  your  suspension  from  duty  without 
pay  as  a disciplinary  measure  would  be  warranted,  but  it  has  been 
decided  to  limit  disciplinary  action  in  your  case  at  this  time  to 
this  letter  of  reprimand.  You  are  warned,  however,  that  con- 
tinued tardiness  on  your  part,  without  adequate  reason,  will  be 
considered  grounds  for  the  imposition  of  a more  severe  penalty. 

A copy  of  this  letter  will  be  filed  in  your  official  personnel 
folder. 

Very  truly  yours, 


(Working  title  of  employment  officer) 
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EXAMPLE 

Agency  Letter  of  Charges 

{Absence  From  Duty  Without  Permission) 

Mr.  John  Doe 
Clerk 

Toledo^  Ohio 

Sir:  There  is  before  me  for  consideration  a report  which  dis- 
closes that  you  have  been  absent  from  duty  without  permission 
and  without  adequate  justification  or  excuse. 

Specifically,  the  report  discloses  that  on  Friday,  October  7, 
1949,  you  requested  annual  leave  for  the  period  October  10  to  12, 
1949,  both  dates  inclusive,  stating  that  you  wished  this  leave  to 
go  on  a hunting  trip  to  Deerfield,  Pa.;  that  your  official  superior 
informed  you  that  you  could  not  be  spared  on  those  dates  because 
of  your  noncompletion  of  a special  assignment,  and  requested 
that  you  postpone  your  trip  until  the  following  week;  that  not- 
withstanding this,  you  absented  yourself  from  duty  on  October 
10,  11,  and  12,  1949,  and  did  not  report  for  duty  until  October 
13,  1949;  that  upon  your  return  you  claimed  that  on  October  8 
you  had  learned  that  your  sister-in-law,  who  resides  at  Deerfield, 
Pa.,  was  ill,  and  that  you  made  the  trip  for  the  purpose  of  assisting 
her;  and  that  you  later  admitted  the  falsity  or  this  claim. 

In  view  of  the  foregoing,  you  are  hereby  charged  with  absence 
from  duty  without  permission  for  the  period  October  10  to  12, 
1949,  both  dates  inclusive,  and  you  are  directed  to  show  cause 
why  you  should  not  be  suspended  from  duty  without  pay.  You 
will  be  allowed  5 days  from  the  date  of  your  receipt  of  this 
communication,  personally  to  answer  the  said  charge  in  writing 
and  to  submit  such  affidavits  or  other  evidence  as  you  may  care 
to  have  considered  in  connection  with  your  answer. 

Very  truly  yours, 


(Working  title  of  employment  officer) 
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EXAMPLE 

Agency  Letter  of  Reprimand  and  Suspension 
{Absence  from  Duty  Without  Permission) 


Mr.  John  Doe 
Clerk 

Toledo^  Ohio 

Sir:  Careful  consideration  has  been  given  to  the  charges  pre- 
ferred against  you  under  date  of  November  11,  1949,  your  answer 
thereto,  and  the  evidence  in  support  of  each. 

It  has  been  decided  that  the  charges  are  sustained.  Your 
action  in  taking  annual  leave  from  October  10  to  12,  1949,  both 
dates  inclusive,  after  your  request  for  such  leave  was  specifically 
denied  by  your  official  superior,  was  a serious  offense  which  war- 
rants the  imposition  of  a severe  penalty.  It  has  been  decided, 
however,  to  limit  disciplinary  action  in  your  case  at  this  time  to 
this  reprimand,  a suspension  from  duty  without  pay  for  the 
period  of  your  unauthorized  absence,  and  an  additional  suspen- 
sion from  duty  without  pay  from  November  23  to  25,  1949,  both 
dates  inclusive.  You  will  be  restored  to  duty  with  pay  effective 
November  28,  1949.  You  are  warned  that  a repetition  of  your 
offense  or  other  improper  conduct  on  your  part  will  lead  to  a 
recommendation  for  the  imposition  of  a more  drastic  penalty. 

A copy  of  this  letter  will  be  filed  in  your  official  personnel 
folder. 

Very  truly  yours, 


(Working  title  of  employment  officer) 
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EXAMPLE 

Agency  Letter  of  Charges 


(Falsification  of  Application  for  Employment  with  Respect  to  a 

Minor  Point) 


Mr.  Richard  Roe 
Accountant 
Philadelphia^  Pa. 

Sir:  There  is  before  me  for  consideration  a report  which  dis- 
closes that  you  falsified  an  Application  for  Federal  Employment 
(SF-57)  which  you  executed  on  June  17,  1949,  in  connection  with 
your  present  employment,  by  answering  in  the  negative  the 
question  as  to  whether  you  had  ever  been  arrested,  convicted,  or 
fined,  or  ordered  to  deposit  bail  or  collateral,  for  the  violation 
of  any  law,  police  regulation,  or  ordinance. 

The  file  discloses  further  that  on  October  31,  1944,  you  were 
arrested  at  Atlanta,  Ga.,  on  a charge  of  disturbing  the  peace, 
and  that  you  were  fined  $5  and  costs. 

In  view  of  the  foregoing,  you  are  hereby  charged  with  falsifica- 
tion of  an  application  for  employment,  and  you  are  directed  to 
show  cause  why  you  should  not  be  suspended  from  duty  without 
pay.  You  will  be  allowed  5 days  from  the  date  of  your  receipt  of 
this  communication,  personally  to  answer  the  said  charge  in 
writing  and  to  submit  such  affidavits  or  other  evidence  as  you 
may  care  to  have  considered  in  connection  with  your  answer. 

Very  truly  yours. 


(Working  title  of  employment  officer) 
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EXAMPLE 

Agency  Letter  of  Reprimand  and  Suspension 

{Falsification  of  Application  for  Employment  with  Respect  to  a 

Minor  Point) 

Mr.  Richard  Roe 
Accountant 
Philadelphia^  Pa. 

Sir:  Careful  consideration  has  been  given  to  the  charges  pre- 
ferred against  you  under  date  of  December  2,  1949,  your  answer 
thereto,  and  the  evidence  in  support  of  each. 

It  has  been  decided  that  the  charges  are  sustained.  The 
falsification  of  a Government  record  is  a serious  offense  which 
undoubtedly  warrants  severe  disciplinary  action.  However,  in 
view  of  your  otherwise  satisfactory  service,  it  has  been  decided 
to  limit  disciplinary  action  in  your  case  at  this  time  to  this 
reprimand  ana  a suspension  from  duty  without  pay  from  Decem- 
ber 14  to  16,  1949,  both  dates  inclusive.  You  will  be  restored  to 
duty  with  pay  effective  December  19,  1949,  but  you  are  warned 
that  in  the  future  you  will  be  expected  to  give  complete  and 
accurate  information  on  all  official  records.  Failure  on  your  part 
to  do  so  will  result  in  a recommendation  for  the  imposition  of  a 
more  drastic  penalty. 

It  should  be  understood  that  this  disciplinary  action  is  based 
solely  on  your  falsification  of  an  application  for  employment, 
and  not  on  the  offense  which  led  to  your  arrest. 

A copy  of  this  letter  will  be  filed  in  your  official  personnel 
folder. 

Very  truly  yours. 


(Working  title  of  employment  officer) 
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EXAMPLE 

Agency  Letter  of  Reprimand  to  Supervisory  Official 

Mr.  Richard  Roe 
Administrative  Officer 
San  Francisco,  Calif. 

Sir:  There  is  before  me  for  consideratioa  a file  which  discloses 
that  on  three  occasions  during  the  past  6 months,  Mr.  John  Doe, 
who  is  under  your  immediate  supervision,  has  been  under  the 
influence  of  intoxicating  liquor  (during  official  working  hours, 
but  that  you  failed  to  take  any  action  with  respect  to  this  im- 
proper conduct  other  than  to  send  the  employee  home  and  warn 
him  as  to  his  future  conduct. 

As  a supervisory  official  you  should  be  familiar  with  the 
Department  regulations  relating  to  the  conduct  of  employees, 
and  should  be  well  aware  of  the  fact  that  the  regulations  require 
that  cases  such  as  this  be  reported  to  the  agency  in  order  that 
appropriate  disciplinary  action  may  be  taken.  In  neglecting  to 
report  this  case,  you  not  only  failed  to  comply  with  the  regula- 
tions but  evaded  your  responsibility  and  acted  contrary  to  the 
best  interests  of  the  service. 

We  cannot  overlook  this  failure  on  your  part  to  discharge 
properly  the  responsibilities  of  your  position,  but  in  view  of 
your  otherwise  satisfactory  record,  it  has  been  decided  to  limit 
disciplinary  action  in  your  case  at  this  time  to  this  reprimand. 
You  are  advised,  however,  that  in  the  future  you  will  be  expected 
to  comply  fully  with  the  regulations  of  the  Department,  and  that 
if  you  rail  to  do  so,  consideration  will  be  given  to  the  imposition 
of  a more  severe  penalty. 

A copy  of  this  letter  will  be  filed  in  your  official  personnel 
folder. 

Very  truly  yours, 

(Chief  of  Bureau) 
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TABLE  OF  PENALTIES 


The  following  table  lists  the  minimum  and  maximum  penalties 
that  should  normally  be  imposed  for  first,  second,  and  third 
offenses  involving  the  types  of  delinquency  or  misconduct  listed. 
Deviations  from  these  penalties  should  be  restricted  to  cases 
where  there  are  unusual  circumstances.  The  minimum  penalties 
should  ordinarily  be  imposed,  but  the  maximum  penalties  would 
be  justified  if  the  employee’s  actions  had  been  unusually  serious, 
disgraceful,  or  embarrassing  to  the  Department. 

In  addition  to  the  penalties  listed,  an  offending  employee  who 
is  not  removed  may  be  placed  on  disciplinary  probation  for  a 
specified  period — this  action  requires  monthly  conduct  reports 
from  his  official  superior.  Suspensions  may  be  deferred  for  a 
stated  probationary  period  when  there  are  unusual  circumstances 
which  justify  such  action.  In  such  cases  the  suspension  will  not 
be  imposed  if  the  employee’s  conduct  is  satisfactory  during  the 
probationary  period.  A letter  of  reprimand  must  be  issued  in 
every  case  in  which  a disciplinary  suspension  is  imposed.  When 
an  employee  is  involved  in  more  than  one  of  these  types  of 
offenses,  his  penalty  should  be  at  least  the  minimum  penalty 
listed  for  the  most  serious  offense  he  has  committed. 


16 


» 

b 

o 


ci 

> 

O 

e 

o 


> 

O 

e 

o 


> 

O 

S 

o 


c/5 

o 

fc< 

o 

h 

!>5 


tq 

Sj 

oo 


4> 

na 

o 


cj 

a 

<u 

Oh 


rt 

> 

O 

a 

o 


X 

ri 

a. 

tN  ^ 

•2o 

1-2 

O 

D. 


a. 


i-t 

o > 
M-  o 

C tj 

•2 

e/3  O 
C -uj 

fe- 

oc  Z 
o^ 


X 

rt 

Du 

tS  __j 

rj 

t-  > 

^ a 


CO  n 


u, 

>s  5 

= e 
.2  ^ 
"55  o 

C 4-> 

H 

CO  ■“" 


a. 


> 

O 

a 

u 


O ^>^ 

a. 


Cl^ 

o 


c/5  cn 


C 

o C -rr 
< CO 

S O 

w CL 


fS 


c . 

O Cfl 

U ^ 
a.  u 

c/5  CL 


C!j 


O 

>* 

U 

§ 

& 

g 

a 

n 

Q 


Cfl 

C 

.D 


C 

«J 

a 

c 

Vm 

o 

> 

O 

o 


too 


^'.a 

Du  w 


o.i 


o ;u 

c Ic 

.2  ^ 

4-» 

C/5 

s«  ^1 

S 2-^ 

>5:  &b 

J-s 
Js  ° 

ft.  .'o 

rt 


JH 


«— I — ' 

— T ® *«  — r 

2 3 g 2 

c 

^ 'S  -n 

^ *5  ^ 

rt  ^ Dl 

i-l  l-i  w u, 

O O 

^ c^"  8 ^ C«' 

ll§JI 

3 o 
o ' 

O > ^ 

4J  O 


rt  .a  u 

^t:  a 


5 > 
o 

w>o 


2-S 

c/5 


a 

3 C 


C > 


o a c 

•ra  ^ 


*s?  ^ 

c/5  tj 


CL  rt 

VI 

rt  .tJ 

82 

O ^ 

VI 

rt:  -o 

o 

c/T  ^ 

VI  oi 


g ^ S § - - 

= "§  ^5-§ 

,2<^oEcoo£Q 

,a  . •*  3 . - S . 


O CL 


.-,  ■ ^ 3 

Vi  ^ZZ  ^ 

a p ° 


CD  cj  n3 
^ O 


V(  “TD  Vi  'TS 


Cfl 

a 

3 


O 

U . 

C Cfl 

O -O 
CyO  c 
CC  3 
bo'*- 

O VI 

C 3 
O 

3 Vi 

c O 

t-  > 

“O 

tT  Vi 

^u2 

Cl  *- 
. CL 
O O 


r4 

> 

O 

a 

u 


' x:  -3 

o-ii'3  o 
C.5  o'- 
E_r  ^ « 

“I.-S.2 

o b y- 
■s  o g “ 

> -a  a -3 
a CL  X o 
CL"!;  r *-* 

^ ^ a 

o .2'^ 

^ r-  a ^ 

_ c CL  D . 

^ o 3 ^ 

*|’g^  a 

J s o ^ S 

V 2 -3  a 

^ ri  O . . rt  g 


^ tL|  « V»  .3 

^ . a ^ 

S 

a 


17 


appo] 


SAMPLE  LIST  OF  OFFENSES— Continued 
Penalty  Guide 
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